Pratt Unified School District No. 382  

401 S Hamilton

Pratt KS  67124

620-672-4500

DIRECT DEPOSIT AUTHORIZATION FORM INSTRUCTIONS

Employees have the choice to deposit their paychecks in up to three checking or savings accounts.

Name:  Please make sure that the name listed on this form matches the name on your financial institution(s)’ account and the name on your Social Security card.  Many financial institutions will not post funds if the name on the account does not match the name on the direct deposit file submitted by USD 382.  USD 382 must use the legal name on your Social Security card for W-4 and direct deposit records.  To change the legal name on file, a copy of the new Social Security card and an updated W-4 must be submitted to the USD 382 payroll clerk.

Direct Deposit Action Requested:


1.  Check New if this is the first time you’ve set up a new direct deposit with USD 382.


2.  Check Change if you are changing the financial information currently on file.

Transit Routing Number(s):  This is the nine-digit number that identifies the financial institution.  It is found in the bottom left-hand corner of your personal checks.  Savings account transit routing numbers should be verified with the financial institution(s) because the banking codes are not always correct on deposit slips.  If the transit routing number(s) are incorrect, funds will not be posted to the account(s).  If you are unsure, please contact your financial institution.

Account Number(s):  Please make sure the account number(s) written on this form are correct.  Account numbers are up to 17 characters (could be both letters and numbers).  Include hyphens but omit spaces and special symbols.  Do not include the check number printed at the bottom of your check(s).

Deposit Notification Preference:  If you want a printed copy of your deposit information sent to you, check this box.  If you are a regular employee, printed copies will be sent to your appropriate building during the school year for distribution.  Substitutes, Rule 10 coaches, and other irregular employees will have their printed copies mailed to the address on file.  During the summer, printed copies will be mailed to the address on file for all employees.  If you want a copy of your deposit information emailed to you, please provide the email address you would like this information to be emailed to.  

PLEASE NOTE:  

· USD 382 DOES NOT RETAIN COPIES OF YOUR PAYROLL DEPOSIT NOTIFICATIONS.  

· THE EMPLOYEE IS RESPONSIBLE FOR REPORTING ACCOUNT CLOSINGS OR CHANGES TO THE PAYROLL CLERK IN A TIMELY MANNER.

· IF YOU ARE RETURNING TO EMPLOYMENT AFTER A SEPARATION FROM USD 382, CHECK WTH THE PAYROLL CLERK TO DETERMINE IF YOUR PRIOR DIRECT DEPOSIT AUTHORIZATION IS STILL IN EFFECT.
